
Creating Contacts 
in 

Outlook Web Access 
 
Outlook Web Access (OWA) is the email application that KUSD provides for District employees.  A contact is 
a person or organization that you send email messages to. 
 
1 Start Safari, go to OWA, and log in. 
 
2 Before creating a contact, you need their information.  At a minimum, you need the contact’s name and 

email address. For a KUSD employee, if you don’t know their email address, you can search for it. 
 
• In the tool bar at the top, click the Address Book. 

 
 

 
• Enter the person’s name.  You can use either the last name, the first name, or both. 

 

 
 

• Click the  button. 
 

 
 
All the persons in the District’s Global Addresses that match the name you entered 
 appear in the bottom of the window with the first part of their email address.   
Just add @kusd.edu in the contact information in following steps. 
 



3 To create a contact, click Contacts in the navigation bar on the left side of the OWA window. 
 

 
 

4 In the main mail window, click New. 
 

 
 

5 Enter the contact’s information, their name and email address at the minimum. 
 

 
 

 
6 Click Save. 

Select the 
type of 
phone 
number 
for the 4th 
entry. 

Enter up 
to 3 email 
addresses 
for each 
contact. 

Enter up 
to 3 
address 
for each 
contact. 


